
Submitting a Building Plan 
Review Application.



/ƭƛŎƪ ƻƴ άbŜǿ !ǇǇƭƛŎŀǘƛƻƴέ



Click on the drop-down menus and select 
the appropriate choice for your project.

Use the drop-down menus for County and 
Municipality and a list of municipalities 
meeting that criteria will appear. Choose 
ǘƘŜ ƳǳƴƛŎƛǇŀƭƛǘȅ ƳŀǘŎƘƛƴƎ ǘƘŜ ǇǊƻƧŜŎǘΩǎ 
physical location.

For the Select Area drop-down, select 
άtƭŀƴ wŜǾƛŜǿǎέΦ
For the Program Area drop-down, 
ǎŜƭŜŎǘ ά/ƻƳƳŜǊŎƛŀƭ .ǳƛƭŘƛƴƎǎέ



Once choices are made, ŎƭƛŎƪ ά{ŀǾŜ ŀƴŘ 
/ƻƴǘƛƴǳŜΦέ



LŦ ǘƘƛǎ ƛǎ ŀ ǎǘŀƴŘŀƭƻƴŜ ǎǳōƳƛǘǘŀƭΣ ŎƭƛŎƪ ά/ƻƴǘƛƴǳŜΦέ

If this is a follow up submittal enter the DIS or CB number in the 
ǘŜȄǘ ŦƛŜƭŘ ŀƴŘ ŎƭƛŎƪ ά{ŜŀǊŎƘΦέ
Example Numbers are: DIS-031111558 or 
CB-032000016-PRB
If the original submittal was completed prior to eSLA, use the Public 
Look-Up tool to find the new project number corresponding to the 
previous Transaction ID.



For a follow up submittal, a similar 
screen will pop up. Select the relevant 
buildings this submittal is for and hit 
ά{ǘŀǊǘ !ǇǇƭƛŎŀǘƛƻƴΦέ



You must select or add the ŀǇǇƭƛŎŀƴǘΩǎ 
mailing and public addresses.  Check the 
box next to the applicable address. For a 
ƴŜǿ ŀŘŘǊŜǎǎ Ƙƛǘ ǘƘŜ άҌ !ŘŘ !ŘŘǊŜǎǎέ 
button.



Once the addresses have been 
ǎŀǾŜŘΣ ŎƭƛŎƪ ά{ŀǾŜ ŀƴŘ /ƻƴǘƛƴǳŜΦέ



Answer each question, the number of 
non-identical buildings are the 
number of unique buildings included 
in this submittal. This number should 
be larger than 0.
In the comment box please leave any 
comments that would be helpful for 
DSPS staff.
¢ƘŜƴ ǎŜƭŜŎǘ ά{ŀǾŜ ŀƴŘ /ƻƴǘƛƴǳŜΦέ



An owner and a designer are required to be 
listed as affiliations.  If the project contains a 
building that is over 50,000 cubic feet, a 
Supervising Professional is also required to 
be added as an affiliation.

Affiliations can be created. Existing 
customers can be searched for by using the 
email search function.



Enter the project site 
information.  If the site is 
existing, please search using 
the site ID number or complete 
address.



Once site information is 
ŜƴǘŜǊŜŘΣ ŎƭƛŎƪ ά{ŀǾŜΦέ

When the site is saved, click the 
ά!ŘŘ ¦ƴƛǉǳŜ .ǳƛƭŘƛƴƎέ ōǳǘǘƻƴΦ



/ƭƛŎƪ ƻƴ ǘƘŜ  ά!ŘŘ bŜǿ .ǳƛƭŘƛƴƎέ ōǳǘǘƻƴ 
if this submittal is not a follow up.

If this is a follow up submittal building(s) will 
ōŜ ǎƘƻǿƴ ƛƴ ǘƘŜ ǘŀōƭŜΦ  /ƭƛŎƪ ƻƴ ǘƘŜ ά9Řƛǘέ 
ōǳǘǘƻƴ ǘƻ ŀŘŘ ȅƻǳǊ ŀǇǇƭƛŎŀǘƛƻƴΩǎ ƛƴŦƻǊƳŀǘƛƻƴΦ



Confirm all information by 
ŎƭƛŎƪƛƴƎ ǘƘŜ ά{ŀǾŜ ŀƴŘ 
/ƻƴǘƛƴǳŜέ ōǳǘǘƻƴΦ



If there is an existing building on 
this site that this submittal is for, 
search for the building by name. 
hǘƘŜǊǿƛǎŜΣ ŎƭƛŎƪ ǘƘŜ ά/ǊŜŀǘŜ ŀ bŜǿ 
.ǳƛƭŘƛƴƎέ ŎƘŜŎƪ ōƻȄΦ



hƴŎŜ ŜƴǘŜǊŜŘΣ ŎƭƛŎƪ ǘƘŜ ά{ŀǾŜ ŀƴŘ 
/ƻƴǘƛƴǳŜέ ōǳǘǘƻƴΦ

If there are identical 
buildings that are 
included in this 
submittal, click the 
ά!ŘŘ ƛŘŜƴǘƛŎŀƭ 
ōǳƛƭŘƛƴƎέ ōǳǘǘƻƴ ŀƴŘ  
repeat as needed.



Answer all the questions on the Questions 
ǇŀƎŜ ŀƴŘ ŎƭƛŎƪ ǘƘŜ ά{ŀǾŜ ŀƴŘ /ƻƴǘƛƴǳŜέ 
button.



/ƭƛŎƪ ǘƘŜ ά{ǳōƳƛǘέ ōǳǘǘƻƴ ǘƻ ŎƻƳǇƭŜǘŜ 
the building specific questions and 
continue with the application process. 
Do not stop here, your application is 
not yet complete.



If there are no other buildings to add or edit, 
click on άReturn to the Plan Review 
!ǇǇƭƛŎŀǘƛƻƴǎέ button.

If this submittal contains multiple unique 
ōǳƛƭŘƛƴƎǎΣ ŎƭƛŎƪ ǘƘŜ ά!ŘŘ .ǳƛƭŘƛƴƎέ ōǳǘǘƻƴ ǘƻ 
add the subsequent buildings.

If applicable, edit all previously reviewed 
buildings.   All buildings are required to be in 
ŀ ά{ǳōƳƛǘǘŜŘέ ǎǘŀǘǳǎΦ


